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Guidance Action to mitigate the introduction and spread of COVID-19 

Hygiene 

Provide and promote hand 
sanitiser stations for use on 
entering building and other 
locations in the worksite and 
ensure adequate supplies of 
hand soap and paper towels 
are available for staff.  

Hand sanitiser is carried by each Staff member. 
 
Adequate are stocks available on site and backup supplies are 
located in the Home Care Office at Village Baxter   

Where possible: enhance 
airflow by opening windows 
and adjusting air conditioning.  

Staff will determine any windows and doors in work areas that are 
appropriate to keep open, taking into account weather, privacy, 
safety and other relevant factors. 

Staff will have responsibility for opening and closing windows and 
doors.   

In areas or workplaces where it 
is required, ensure all staff 
wear a face covering and/or 
required PPE, unless a lawful 
exception applies. Ensure 
adequate face coverings and 
PPE are available to staff that 
do not have their own.  

PPE is provided to staff– surgical masks, booties, face shields and 
gowns are mandated for all direct resident care. Masks must be 
worn at all times all except when eating and drinking and not 
removed in Client’s homes. 
 
Contractors & visitors when on site are also required to wear full 
PPE. 
 
Residents going out for medical appointments including family to 
wear full protection. A letter is made available to take to the 
appointment 



 

COVID Safe plan 2 

Guidance Action to mitigate the introduction and spread of COVID-19 

Provide training to staff on the 
correct use and disposal of 
face coverings and PPE, and 
on good hygiene practices and 
slowing the spread of 
coronavirus (COVID-19). 

Staff have completed a variety of education programs including 
online training, tool box training, video review and staff 
handwashing and PPE competencies. 
Education and training is ongoing. 

Replace high-touch communal 
items with alternatives. 

Services are provided in Client’s own homes. Clinell alcohol wipes 
are available for the Staff member to wipe down equipment and 
surfaces.  

 

Guidance Action to mitigate the introduction and spread of COVID-19 

Cleaning 

Increase environmental 
cleaning (including between 
changes of staff), ensure high 
touch surfaces are cleaned and 
disinfected regularly (at least 
twice daily). 

Shared staff spaces are cleaned at regular intervals. Additional 
wipes available. This is documented in a cleaning schedule. 
Cleaners complete a cleaning round twice daily in the morning and 
again at 1300hrs for high touch areas. 
 

Ensure adequate supplies of 
cleaning products, including 
detergent and disinfectant. 

Cleaning products are available for staff and extra supplies are 
stored in the Home Care Office. 

 

Guidance Action to mitigate the introduction and spread of COVID-19 

Physical distancing and limiting workplace attendance 

Ensure that all staff that can 
work from home, do work from 
home.  

Only essential employees remain onsite in the Office. Staff in 
support areas like Administration and Maintenance are working from 
home when able to. 

The nature of Community Care work requires an onsite presence in 
a Client’s own home.  

Establish a system that 
ensures staff members are not 
working across multiple 
settings/work sites. 

Village Baxter is ensuring that staff members are not rostered to 
work across other departments or external settings.  

Roster modification work has been completed and there are no staff 
currently working across sites. Shifts have been held for those staff 
not making us their preferred employer.  
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Guidance Action to mitigate the introduction and spread of COVID-19 

Establish a system to screen 
employees and visitors before 
accessing the workplace. 
Employers cannot require 
employees to work when 
unwell.  

Village Baxter requires all staff to complete a Covid risk screen every 
shift prior to starting work. Staff who answer Yes to any risk based 
question are not permitted to come to work.  

Employees are not permitted to work if they are being tested for 
coronavirus and must notify the Village Baxter immediately if they 
are a positive case. Employees who test positive are not permitted to 
work until they have been cleared by DHHS to do so. 

Configure communal work 
areas so that there is no more 
than one worker per four 
square meters of enclosed 
workspace, and employees are 
spaced at least 1.5m apart. 
Also consider installing 
screens or barriers. 

The number of people allowed in shared staff spaces is limited to no 
more than density quotient allows (one person per four square 
meters). 

Signage is in place to reflect this. 

Use floor markings to provide 
minimum physical distancing 
guides between workstations 
or areas that are likely to create 
a congregation of staff. 

Social distancing marks have been installed in all shared spaces 
including reception and tea room.  

Modify the alignment of 
workstations so that 
employees do not face one 
another. 

Work stations don’t currently face one another, however the areas 
are constantly being reviewed to enhance distancing and worker 
safety.  

Minimise the build up of 
employees waiting to enter and 
exit the workplace. 

One Entry and Exit is used for all employees. Office Staff must 
complete a temperature check and Covid declaration at the front 
entrance before proceeding into the workplace.  

Provide training to staff on 
physical distancing 
expectations while working 
and socialising (e.g. during 
lunchbreaks). 

Lunch breaks are staggered and a maximum of 1 employees per 
kitchen area is enforced. 

Staff are encouraged to eat in outdoor areas or in empty spaces 
(tables to be wiped down afterwards with an alcohol based Clinell 
wipe)  

Review delivery protocols to 
limit contact between delivery 
drivers and staff. 

No delivery personnel are permitted to enter the facility. 

Drivers are to ring the door bell and leave items for staff to collect 
and relocate inside the facility. 

Review and update work 
rosters and timetables where 
possible to ensure temporal as 
well as physical distancing. 

Staff work alone in the Community 

Office Staff are working in separate office and from home where able 
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Guidance Action to mitigate the introduction and spread of COVID-19 

Where relevant, ensure clear 
and visible signage in areas 
that are open to the general 
public that specifies maximum 
occupancy of that space, as 
determined by the ‘four square 
metre’ rule.  

 

 

Maximum Occupancy signs have been installed in all shared 
spaces. 

 

Guidance Action to ensure effective record keeping 

Record keeping 

Establish a process to record 
the attendance of customers, 
clients, visitors and workplace 
inspectors, delivery drivers. 
This information will assist 
employers to identify close 
contacts.  

A  register of attendance for all workers, subcontractors, customers, 
clients and visitors (including workplace inspectors) who enter the 
main office is kept via Covid declaration documentation  
Contractor log 
Staff log available – plus roster and allocations 
Records are only used for tracing COVID-19 infections, and are 
stored confidentially and securely. 

Provide guidance to staff on 
the effective use of the 
workplace OHS reporting 
system (where available). 

Well established workplace OH&S System is in place and includes:  

• Hazard alert forms  

• Staff incident forms. 

• Staff Meeting minutes 

• Feedback forms from Residents, Clients and Visitors 
Statistics are collated and analysed each month 

 

Guidance Action to prepare for your response 

Preparing your response to a suspected or confirmed COVID-19 case  

Prepare or update your 
business continuity plan to 
consider the impacts of an 
outbreak and potential closure 
of the workplace. 

 
Senior staff flow chart is in place identifying all contacts for suppliers 
to be notified.  
Office Staff can work from home if the Office is closed  

Prepare to assist DHHS with 
contact tracing and providing 
staff and visitor records to 
support contact tracing. 

The Community Care Manager will ensure that records are prepared 
from the period of 48 hours prior to the onset of symptoms in the 
suspected case that include all rosters and employee details, along 
with customers, clients, visitors and workplace inspectors. 
This will assist in contact tracing should be employee test positive. 

 
Prepare to undertake cleaning 
and disinfection at your 
business premises. Assess 
whether the workplace or parts 
of the workplace must be 
closed. 
 

Where a case is confirmed to have been in the workplace, cleaning 
must be undertaken in accordance with DHHS guidance.  
Where a suspected case is present at the workplace in the 48 hours 
prior to the onset of symptoms or while symptomatic, Village Baxter 
will take all practicable steps to manage the risks posed by the 
suspected case, including cleaning the affected employee’s 
workspace, areas where they attended and high-touch surfaces. 

https://www.dhhs.vic.gov.au/preventing-infection-workplace-covid-19#what-is-the-four-square-metre-rule
https://www.dhhs.vic.gov.au/preventing-infection-workplace-covid-19#what-is-the-four-square-metre-rule
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Guidance Action to prepare for your response 

Prepare for how you will 
manage a suspected or 
confirmed case in an employee 
during work hours. 

An employee suspected to have COVID-19 is to be supported to 
travel home immediately OR to isolate at work if unable to travel 
home immediately.  
If isolating at work, the employee will be sent to another secure 
covered area away from the department  and must wear a mask and 
be physically distancing from all other staff persons. The  Village 
Baxter will require the employee to undergo a COVID-19 test and 
self-isolate. 

Prepare to notify workforce 
and site visitors of a confirmed 
or suspected case. 

For a confirmed case, Village Baxter will inform staff, customers, 
clients, visitors and workplace inspectors who are close contacts and 
direct them to stay in self-isolation.  
For a suspected case, Village Baxter will inform all staff at the 
workplace to be vigilant about the onset of COVID-19 symptoms, and 
to self-isolate at symptom onset and be tested as soon as reasonably 
practicable  
Log document is available to record details of staff waiting for tests 
and reasons for tests. 

Prepare to immediately notify 
WorkSafe Victoria on 13 23 60 
if you have a confirmed COVID-
19 case at your workplace. 

The Human Resources Manager will immediately notify Work Safe of 
a confirmed case: Immediately calling the mandatory incident 
notification hotline, and providing formal written notification within 48 
hours. HR manager to do this in line with Senior Staff plan. 

Confirm that your workplace 
can safely re-open and workers 
can return to work. 

The Community Care service will reopen the worksite once they have 
assessed that all required measures within the directions have been 
completed and DHHS has confirmed it is satisfied that it can safety 
reopen. 
DHHS and Work Safe will be notified that the workplace is reopening. 

 
 
 
 
 
 
 
 
 
 
 

A signed copy of this document is available in the 
Home Care Office 

Signed _______________   

Name  _______________    

Date    ________________ 

I acknowledgement I understand my responsibilities and have implemented this 
COVID Safe plan in the workplace. 


